
 
SECTION XII – Ordering instructions 

 
The following step-by-step instructions will guide you through placing orders for 
copiers through eVA.  
 
Below are the 6 basic steps to ordering a copier.  The Screen shots will walk you 
through screen by screen.  

Step 1 – Open and Print the Contract Award Sections I-XI 
 
Step 2 –Save the Award Summary to your hard drive and then open file from 
excel, print the zones that apply to your agency or public body 
 
Step 3 –Save the vendor(s) file to your hard drive and then open file from excel, 
select the copier you are ordering from the front page. 
 
Step 4 – Copy the selected copier order form to a new workbook. 
 
Step 5 – Complete and save the order form*Important if you are placing a order 
for a connected copier a site survey shall be completed before the order can be 
placed.  
 
Step 6 – Place an eVA non-catalog order to vendor and attach the completed 
order form.  **Agencies that are placing orders in eVA through ERP interfaces 
shall complete the excel order form and attach it in their ERP order and the order 
will entered the interface loads. 

 
 
Vendors are not allowed to accept or fulfill orders that are not submitted 
through eVA. 
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Click here 
to print. 

Click  here 
to open the 
Award 
document.  
It is a PDF 
file.  
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Right Click 
here to save 
Section XIII 
the award 
summary to 
your hard 
drive. 

Select “Save 
Target As”  
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(1) 
Select the location to save 
the file in on your hard drive 
 
 
 
 
(2) 
Click Save 

Once the download is 
complete – Open Excel and 
open the file from the saved 
location on your hard drive 
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Click on the Zone that you are 
located in.  
 
If you are unsure of your zone 
refer to the zone listing in the 
contract award document. 
 
 

 
Print the award summary 
 
 
 
 
Use this zone award summary along 
with the benchmark specifications in 
the award document to make decision 
on the copier that best meets your 
needs. 
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Right Click 
here to save 
the vendor 
file to your 
hard drive. 

Select “Save 
Target As”  
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(1) 
Select the location to save 
the file in on your hard drive 
 
 
 
 
(2) 
Click Save 

Once the download is 
complete – Open Excel and 
open the file from the saved 
location on your hard drive 
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Follow the “FINDING THE ORDER 
FORM” worksheet located in each 
vendor file  

Once you are at the order form for the selected 
copier 
 
(1) 
“right” click on the tab at the bottom 
 
(2) 
Select the “Move or Copy…” option 
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On the window that opens  
 
(1) 
on the pull down under “To Book” – 
select “(new book)” 
 
(2) 
Check the Box next to create a copy 
 
(3) 
Click OK 

Your order form is now in a new excel 
file and you are ready to configure your 
order.  
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Save the file 
 
Select “File” 
 
Select “Save As” 

 (1) 
Select the “save in”  location on your 
PC that you want this file stored in. 
 
*you will need to remember this 
location in order to attach this file to 
the eVA order. 
 
(2) 
Select the File Name.  The name 
should be something that is easy for 
you to associate with the order.  
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Select the Participating Dealer if 
applicable. 
 
* NOTE – IF you do not 
select a participating 
dealer when required it 
will result in your order 
being delayed. 
 
You can increase the size view to 
read the dealers names. 

Select the PO number to display 
on invoices from the vendor.   
 

Click on the yellow section and 
type in the PO number you would 
like to the vendor to use for 
invoicing. (i.e. ERP PO number) 
 

* NOTE – If the eVA 
generated number is what 
you want on the invoice 
you do NOT need to 
change this field.  
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Complete the quantity Section 
on the base copier  

Select any optional 
accessories that are 
needed. 
 
Once you have 
finished this your 
Purchase Order Total 
and the monthly 
amount is now 
completed.  You will 
use the purchase 
order total  when 
entering the order in 
eVA. 
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Print a copy. 

Save the File  
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NOW  to eVA 

 

Close the file. 
 
You are now ready to log into eVA 
and place the order.  

Once you have logged into eVA and clicked on 
Shop Now. 
 
Select Create a Requisition 
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Click on the “Non-Catalog” 
button 

Enter the information required by your agency 
on the  title screen.  
 
Click on the “Next” button when finished 
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Complete the full Description. 
 
This should reference the vendor to 
see the attached spreadsheet. 

Click on the blue the chooser button to 
select the commodity code 
 
Photocopiers 

Type the word  
Photocopier and 
click search 

Note you will complete 
one line item for each 
unique copier ordered 
and maintenance 
agreement. 
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Click Select on the 
photocopiers 
 
 
 
This will return 
you to the non-
catalog add item 
screen. 

Click on the Supplier blue chooser 
button. 
 
*Note: you are selecting the VENDOR 
NOT the Participating Dealer.  All 
orders go to the VENDOR.  The 
Vendor then routes them to the 
participating dealer that you selected 
on the excel order form. 
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Type in the VENDOR name and click Search 
 
Once the search is completed click on the select 
button on next to the Vendors name.   
 
This will return you to the non-catalog add item 
screen. 
 
Note: for Xerox use the first entry.  

Type in the 
Contract # 
 
60046-05 
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(1) 
Type in Quantity 
 
(2) 
Type in Unit of Measure 
 
If ordering one machine leave it at 
“each” 
If ordering more than one change it to 
“lot” 
 
(3) 
Under Price type in the Purchase Order 
total amount from the excel spreadsheet. 
 
(4) 
Click ADD ITEM  

Click on Add Items to add additional items to 
the same vendor or click next to proceed. 
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Edit the accounting if 
required by your 
agency.  

Complete the shipping 
details. 
 
The Need-by date should 
be 30 days from the date 
of order. 



Section XII – Ordering Instructions Page 21 of 24 
 

 
 

 

This is a CRITICAL step in completing the 
order! 
 
(1) 
Type See attached Spreadsheet in the 
comments section and any other information 
you need to relay to the vendor. 
 
(2)  
check the include comments on purchase order 
 
(3) 
Click on “ADD Attachment” 

Click on the Browse Button 
 
 
This is where you will add the excel 
order form you completed and saved 
earlier. 
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Browse your computer directory and 
find the file location that you saved 
the excel file in. 

Click on the file to highlight and then click on open.  
 
This will return you to the add attachment screen in eVA 
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Click OK 
 
This will return you to the 
comments screen 

You will now see the attachment link at the 
bottom of the screen.  
 
Repeat the above steps to add another 
attachment to the same Vendor 
 
Or click next.  
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The eVA approval flow that 
must occur before your PR will 
move to the ordered status. 

Review your data and make any 
needed corrections.  
 
If no corrections are needed 
click on the submit button. 
 
Once approved the order will be 
sent to the vendor electronically. 


